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1. | NTRODUCTI ON

1.1 Scope Thi s procedure defines the systemused to
control quality records in Vibration East.

1.2 Purpose This procedure defines the systemto fulfill
the requirenents of ED27- ON - M&V-002 Quality Records Control

1.3 Applicability This procedure applies to quality
records controlled by the Vibration East.

2. DOCUMENTS

2.1 Applicable Docunents
NONE

2.2 Referenced Docunents
ED27- OWN - M&V- 002 Qual ity Records Control

3. DEFINITI ONS

3.1 Test and Checkout Procedure (TCP) A docunent that
defines the sequence of events to performa specific test.

4. | NSTRUCTI ONS

4.1 Raw Data Magnetic Tapes The magnetic tapes used to
record the raw instrunentation tinme data from dynam cs testing
will be kept for a mnimumof 5 years fromthe test date. Each
tape will be labeled with the TCP nunber and the test date and
stored in Room 148A. Associ ated tape recorder data sheets wll be
filed in Room 148A.

4.2 Back Up System Files The vibration control system
project files and source code will be backed up on magnetic tape
every 3 nonths and stored for 5 years. Each tape will be | abel ed
with the words ‘ Full Backup', the systemidentification, and the
backup date. The tapes will be stored in Room 148A.

4.3 Video Tapes Video tapes will be kept when required by
TCP or when the Test Engineer determ nes that the tape contains
information required to docunent sone aspect of the test. Tapes
will be kept for a mnimumof 5 years fromthe test date. Each
tape will be labeled with the TCP nunber and the test date and
stored in Room 148A.
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4.4 Calibration Records Calibration records will be kept
in Room 148A and retained for at least the last 4 calibration
cycles. Information kept on conmputer will be backed up at |east
every three nonths. Back up disks and tapes will be | abel ed and
stored in Room 148A. Back ups will be retained until the next
backup.

4.5 Software Verifications Software verifications wll be
stored in Room 148A for as long as the software is kept.

4.6 Test Equipnent List For all calibrated itens, the
record will contain ECN, nane, manufacturer, nodel nunber, serial
nunber, category, calibration contact, |ast calibration date, and
calibration due date. The list will be maintained current.

I nformati on kept on conputer will be backed up at | east every
three nonths. Back up disks and tapes will be | abeled and stored
in Room 148A. Back ups will be retained until the next backup.

4.7 Disposition Reports Disposition reports will be stored
in Room 148A. Disposition reports will be retained for a m ni num
of one year. Information kept on conputer will be backed up at
| east every three nonths. Back up disks and tapes wll be
| abel ed and stored in Room 148A. Back ups will be retained until
t he next backup.

5. QUALITY RECORDS

5.1 Raw Data Magnetic Tapes
5.2 Back Up Project Data
5.3 Back Up Source Code
5.4 Video Tapes
5.5 Calibration Records
5.6 Software Verifications
5.7 Test Equi pnent List
5.8 Disposition Reports

6. NOTES

Quality Records nay be excessed or reused, as appropriate, after
their retention tinme has expired.
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